Semiannual index to THE OFFICE 


VOLUME 59, JANUARY THROUGH JUNE, 1964 


Accounting, How a Research Institute Does Its Project, Robert M. Keller .. - May, 
Accounting in the U. S. Government, Joseph R. Hock 

Administration Is the Third Proiit, Joseph W. Gawthrop 

April Fool, The, Robert McSkimming 

Automation Aids Management, How, Hezz Stringfield Jr., 

Automation Needs Managing Science, David B. Hertz 

Automation: The Underestimated, Robert Chickering 


British Offices Are More Efficient, Harry Ward 

Budgeting, A Textbook on, Lewis B. Landreth 

Building Managers, How Oakland Police Alerts Office 

Business of Your Own, How to Succeed in a, Leslie H. Matthies 


Chairs, How to Purchase, Frank J. O’Connor 

Challenge, Another Year of, John W. Randall 

Change, We Can Rely on the Certainty of, William J. Robinson 

Chicago Seminar and Business Show, 2\st, 

City’s Automation Keeps Taxes Lower, Robert E. Develle 

Collection Letters, Collecting Past-Due Accounts With, John W. Johnson .... 
Committees! Committees!! Committees!!! Committees!!!!, Harvey W. Protzel . 
Communicate?, How Well Do You, George J. Trombold 

Computer, Is It Best to Buy, Lease or Hire Your, Peter W. Sherwood 
Computer’s Impact on Management, Robert S. Gilmore 

Conventions, The True Value of, Val Bjornson 

Copying Machine Aids Door-to-Door Election Canvass, How, 

Creative Approach to Management, John W. Linsley 


Credit Computerization, Successful, Jasper C. Osborne 


Data Processing Conference in New Orleans, 1964 
Delegate, Postpone, Discard and Combine Jobs, Learn to 
Desks, How to Purchase, George E. Kievning 

Dictation System, Food Freezer Pioneer’s Modern, 
Discipline, How to, Dr. J. Clifton Williams 


EDP, Gathering Production Data in Smaller Plants for, J. J. Brett 
Education, The Expansion of Office, Bruce I. Blackstone 
Employee Morale, Automation and, C. F. Ogden 
Employee Relations, Right or Wrong in 
Jan., 236; Feb., 123; Mar., 147; Apr., 123; May, 163; June, 
Employees to Remain?, How Long Can You Expect, 
Equipment, The Advances in Office, Harry C. Anderson 


Fabric, A Practical Office, Charles M. Scholz 

Files, How to Purchase, Jack Driscoll 

Forum, 1964 Annual Readers, 

Furniture, Standardize Your Office, Harold J. Woods 


Hire, the Faster You Fire, The Faster You, Raymond Dreyfack 
Hospitals Use Group Buying, How, John H. Holmgren 


Ideas, Don’t Perpetuate Outdated, Harold A. Berry 
Information Systems, Better Management, L. R. Hague 
Intercom System, Private Interstate 

Internal Auditing, Gradual Change in, D. E. Dooley 
I. R.: Information Retrieval, Herbert J. Green 


Layout, Maintaining Employee Identity in Office 
Lie Detector Is Used in Business, How the, Lincoln M. Zonn 
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Life Insurance, Automation in, Harry L. Archey Jr. 


Magnetic Tapes, Protecting the Life of Your, Eugene P. Brandeis 
Mail Handling, How to Simplify, Philip 1. Ross 

Management, Creative Approach to, John W. Linsley 
Management!, Let Us Speak Out for, Carey Winston ... 

Memo Is Management s Memory, The, Glenn Kerfoot 
Microfilm Applications in Business Systems, Dr. David R. Wolf . 
Microfilm Convention, 13th, 

Motivation, Innovation is the Key to, Gienn Kerfoot 

Motivation Is the Personnel Executive's Most Urgent Task 
Motivation, The Basis of Human, Pr. Mungo Miller .. 


NOFA-NSOEA Meeting and Exhibit in New York . 
NOMDA Convention in St. Louis, May 17-20, Annual 


Paper, How to Purchase, Thomas N. Cook 
Pension Plans for Office Workers 


People Will Do More Work for the Same Pay, Why Some, E. F. Wells $ ied 


Pilferage, Policing Against Petty, 

Production of 10,000 Different “Products,” How We Control the, 
R. B. Heavens psy 

Programs, Assembly Versus Compiler, Malcolm D. Smith .... 

Public Accountant and Small Business, Norman W. Holland ... 

Purchasing Procedures Simple!, We Keep Our, Lee Bowland 

Purchasing, The Responsibility of, R. G. Wessells 


Railroad Industry, Serving Entire, William J. Quinn .. 
Railroads’ New Commodity Code, Y. D. Lott 
Records Manag-meni, Pittalls ot. Boya L. wriciiwaiie 
Repainting Furniture During Office Hours, 


Reproduction Department, How to Operate the In-Plant, William D. Perry 


Reproduction Equipment to Needs, Match, R. H. Herzog 

Reproduction, The Skyrocket Rise of, Roy L. Worthington 

Retailer Audits Noncash Receivables, How Chicago, Rita Hubbarit .... 
Retailing, EDP’s Progress in, C. Robert McBrier 

Revolution, The “Too Silent,” J. D. Madden 


Safes He's Met in Offices, A Felon’s Appraisal of, Robert Schram 
Safety Paper for Forms That Mean Money, Use, William R. Thompson 
Sales, Manufacturer Uses EDP to Analyze 

Sales Trends, Simple Method Displays Product, George Biek 
Soviet Offices Need Machines, Alexander Kanbergs 

Space, Larger Office But Less, 

Staff Worker's Bright Tomorrow, The, Leslie H. Matthies . 
Students to Automation Opportunities, Alerting, 

Succeed in a Business of Your Own, How to Leslie H. Matthies 
Sunk Cost Reasoning, The Fallacy of, Cdr. Leslie K. Pomeroy . 
Systems Work, Get Out and See How Other, Raymond Dreyfack 


Tab Cards to Address Pay Envelopes, Uses + 
Telephone Expense, The Effective Reduction of, Jules Levin .. 
Teletype Center Uses Copying Paper Rolls, iis 
Teller Operations, Computer Plans, Julius E. Burges 

Theft, Preventive Management to Control Office, Norman Jaspan ... 
Time Study by Synthesis, Fundamentals of, Dr. J. P. Lesperance 
Time System Uses Leased Wiring, Large, 


U. K. Since "47, Industry’s Growth in, Arthur G. Coaten . 


Walking Time Into Working Time, Office Turns, 
Wire Message Costs, Controlling, Jules Levin 
Work Station Organized for Faster Decisions 


30 
25 


~~ 


..Jan., 126 


..Feb., 81 
..June, 14 
.May, 158 
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Index to New Products in THE OFFICE 


JANUARY THROUGH JUNE, 1964 


ACCOUNTING BOARDS 


ABC Business Forms 
Blackbourn Systems, Inc. 
Colonial Pay Systems 
Visirecord, Inc. 
ACCOUNTING MACHINES 


National Cash Register Co. 


ADDING MACHINES 
Commodore Business Machines 
SCM Corp. 

ADDRESSING EQUIPMENT 


Elliott Business Machines, Inc. 
Pitney-Bowes, Inc. 
Scriptomatic, Inc. Jan., 157; Mar., 158; 


AIR CONDITIONERS & HUMIDIFIERS 
DeVilbiss Co. 


Heat Exchangers, Inc. 
ALARMS 
Detex Watchclock Corp. 


ASH RECEIVERS 
Reserv-A-Roll Co. 


BINDERS & SUPPLIES 
Chicago Desk Pad Co. 

General Binding Corp. 

Charles Leonard, Inc. 

Oxford Filing Supply Co. 
BOOKENDS 

Nu-Craft Metal Products, Inc. 


CALCULATORS 


Facit-Odhner, Inc. 
Friden, Inc. 

SCM Corp. 

Victor Comptometer Corp. 
Wyle Laboratories 
CALENDARS 


John C. Schoop 
CAMERAS 
Agfa, Inc. 


Electrographic Corp. 
NuArc Co. 


CARBON COPY SETS 


Ennis Business Forms, Inc. 
Write, Inc. 
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CARBON PAPER 
Frye Mfg. Co. 

Old Town Corp. 

Royal McBee Corp. 
Standard Manifold Co. 


CARTS & TRUCKS 
Challenge a? Co. 
Lakeside Mf 


Feb., 150; 
Lyon Metal ay Inc. 


CASH REGISTERS & DRAWERS 


indiana Cash Drawer Co. 
Mogier-Kassenfabrik 


CHAIRS 

Art Metal, Inc. 

Blisscraft of Hollywood Feb., 143; 
Harter Corp. 

Leopold Co. 

Royalmetal Corp. 

Shwayder Bros. 


CHECKWRITERS 
Paymaster Corp. 


CLIPBOARDS 
Metal Products Engineering, Inc. 


CLOCKS 
Elgin National Watch Co. 


CLOTHES RACKS 
Stylex Seating Co. 


COIN & CURRENCY MACHINES 


Countex Corp. 
Thos. De La Rue, Inc. 
Metal Products Engineering, Inc. 


COLLATORS 
General Binding Corp. 
Norwich Mfg. Lo. 
Thomes Collators, 
Inc. Feb., 141; Apr., 131; 


COMPUTERS, ELECTRONIC 


Burroughs Corp. 
General Electric Co. 
General Precision, Inc. 
Honeywell Electronic Data Processing 
International Business Machines 
orp. Mar., 114; 
Radio Corp. of America 
SCM Corp. 
Sperry Rand Corp. 





CONTROL BOARDS 


Remington Rand Office Systems 
Status Systems, Inc. 


CONVEYORS 


Syracuse Supply Co. ......... Feb., 


COPYING MACHINES 


ABM Dryfax Corp Jan., 


American Photocopy Equipment Co. 
Charles Bruning M 


Diazit Co. a = oe 1 

Documat, Inc. 

Eastman Kodak Co. Feb., 145; 1 

Minnesota Mining & 
fg. Co. 


Feb. 140; Apr. 130, 
May, 180; June, 
Nashua Corp. June, 


Photorapid Corp. . . Jan., 


Frederick Post Co. Jan., 
Recordak Corp. June, 


SCM Corp. Apr., 
Transcopy, Inc. Feb., 1 


Viewlex, Ine. 


Xerox Corp. .. June, 148, 


COPYING TRAY CLEANER 
Eagle Chemical Co. June, 


COUNTERS, TABULATING 
engi Numbering Machines, 


Mar., 162; May, 
Veeder- Root, Inc. . Feb. 


DATA PROCESSING, AUTOMATIC 


Amplifier Corp. of America 

— Ne 2 

urroughs . 

Business a A Corp. 

Data-American Equipment Co. 

Data Dispiay, Inc. 

Data Trends, Inc. 

Digitronics Corp. 

Donould Co. a 

Esterline Angus Instrument Co. May, 

General Kinetics, Inc. Feb., 

Heller Roberts instruments Corp. Jan., 

New England Coating Laboratories, Inc. June, 

Philco Corp. Feb., 

Precision instrument Co. Mar., 

Records Reserve Corp. Apr., 118; June, 

Royal McBee Corp. Jan., 162; May, 

Standard Register Co. Jan., 
Mar., 126; May, 


Systems Sales Co. 
Tab Products Co. r., 
Tally Corp. Mar., 124; June, 
Teletype Corp. June, 


DESK TOP CLEANER 
Wiemer’s, Inc. Apr., 


DESKS 

Huller, Inc. Jan., 
Vick Wood Products 

DICTATING MACHINES 


Alroy Sales Corp. 

Freeman Electronics Corp. 
Jan Am, Inc. 

Kouyoh ‘Internotional Corp. 
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May., 
or., 154; June, 


SRak 


- 
NV we eee 
NO COs Q@ad 


North American Philips Co. 
Ricoh Industries USA 
Stenocord Corp. 


DOLLIES 
S & G Enterprises, Inc. 


DRAFTING EQUIPMENT & SUPPLIES 


Alvin & Co. 
Chart-Pak, Inc. 
Wymark Corp. 


DUPLICATING SUPPLIES 


Agfa, Inc. : 

Frankel Mfg. Co. . Jan., 202; Mar., 189; 
Homestead Enterprises 

Sta-Lube, Inc. 

Standard Duplicating Machines Corp. 


DUPLICATORS, OFFSET 


Addressograph-Multigraph Corp. 
Fairchild Camera & Instrument Corp. 


DUPLICATORS, SPIRIT 


Heyer, Inc. 
Old Town Corp. 


DUPLICATORS, STENCIL 


Milo Harding Co. . 
Rudco Mfg. Co. 


ENVELOPE OPENERS 


Martin Yale Business Machine Corp. 
Michael Lith Sales Corp. 


ENVELOPES 


Wassell Organization, Inc. 


ERASERS 


A. W. Faber-Cas‘ell *enc'i Co. 
Weldon Roberts Rubtar Cy. 


FACSIMILE MACHINES 
ABM Business Automatica, Inc. 


FILE FLOOR PROTECTORS 
Raiph E. Baker Co. 


FILES 


Business Efficiency Aids June, 
Colight, Inc. Jan., 
Oxford Filing Supply Co. June, 
Record Files, Inc. June, 
Remington ee Systems Div. Jan., 

May, 181; _ 


Supreme Steel Equipment Corp. Mar., 158; june, 
Tab Products Co. Jan., 
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FILING SUPPLIES 


G. J. Aigner Co. feb. Ihe May, = 
Amberg File & index Co. . ; . Apr., 1 
WwW. H. brody Co. . Jan., 

Business ciency Aids : Apr., 

Cel-U-Dex Corp. .. May, 

Cole Steel Equipment Co. .. May, 

Multitex June, 

Industries . Apr., 

- JOM, 

i, ae S ... Mey, 

Smead Mfg. Co. siteiadtietenstl . Apr., 

Topper Indexing June, 


FIRE EXTINGUISHERS 


Walter Kidde & Co. Apr., 


FLOOR MATS 
Edwin L. Wiegand Co. 


FOLDING MACHINES 


<estenge Machinery Co. 
Elliott Business Machines, Inc. . 
Thomas Collators, Inc. 


FOOD & DRINK 
Bunn-Omatic Corp. 
Imperial Coffee Maid Corp. 
Sav-Ree-Pak Food Systems 
FORMS 


Drawing Board, 
Transkrit Corp. 
Wilson Jones Co. 


FORMS DECOLLATORS 


Standard Register Co. 
Vector Maskin AB 


FURNITURE, RECEPTION 
(Also See Chairs, Tables) 


American Seating Co. ....... 
Art Metal, Inc. 

Howell Co. 

Royalmetal Corp. 
INSERTING MACHINES 


Bell & Howell Co. . 


INTERCOMS & RADIOS 


Concord Electronics Corp. 
DuKane Corp. 

DuMont Laboratories 
Multitone Electronics, Ltd. 
United States Instrument Corp. 
Vocaline Co. of America, Inc. 
Webster Electric Co. 


LABEL PRINTERS 
Weber Marking Systems, Inc. 


LABELING MACHINES 
Dymo Industries, 
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LABELS 


Avery Label Co. 
Eureka Specialty Printing Co. 


June, 175, 
June, 


LADDERS 


MW. Aol A 
Ls 


LAMINATING EQUIPMENT 


General Binding Corp. 
Harco Industries, Inc. .... 
Minnesota Mining & Mfg. Co. 


ing van't Hof . . Apr., 





LAMPS 


Dazor Mfg. Corp. 


LECTERNS 
Perry-Briggs Co. 


MACHINE STANDS 


Interstate Industries, Inc. . 
Mim-E-O Stencil Files, Co. 


MAIL SCALES 
American Family Scale Co. . 


MICROFILM EQUIPMENT 
Atiantic Microfilm Corp., 4 


Apr., 
Bell & Howell Co. 164; May, 
Charles Bruning Co. ieee Feb., 1 
B. K. Elliot Co. jan., 188; June, 
itek Business Products Feb., 144; June, 
Microdealers, Inc. 
Poly -~ oh International, Ltd. 
Recorda So. 


MUSIC, BACKGROUND 
Milonic Sounds, Inc. 


NAMEPLATES 


W. H. Brady Co. 
Douglas-Stemac, Inc. 
Geo. T. Schmidt, Inc. 


NUMBERING MACHINES 


American Numbering Machine Co. 
Atlantic Numbering Machine Corp. 
Roberts Numbering Machine Div. 


OFFSET eo neramt & “dap tien 


a., Py 
Agta, lac +y Offset Supply Corp. ............ 
Azoplate Corp. : ; 
W. H. Brady Co. . 

Colight, Inc. 

Eastman Kodak Co. 

Fototype, Inc. 

Handschy Chemical Co. .... 

Mim-E-O Stencil Files Co. 

Minnesota waning | & Mfg. Co. 


Pp. 
Richmond Photomechanical Co. 
Townsend Industries, Inc. Apr., 
EE ED > uccenscantaslatadseiteoes Jan., 210; Mar., 





PAINTS & FINISHES 
General Electric Co. 


PAPER CUTTERS 


Elliott Business Machines, Inc. 


PAPER DRILLS 

Casco Corp. Jan., 205; May, 
Chandler Price Co Mar., 
PAPER HANDLING COMPOUND 


Rite-Line Corp. 


PAPER JOGGERS 


Greenville Sales, Inc. 


PAPER SHREDDERS 


Industrial Shredder & 


Cutter Co Feb., 143; May 


Michael Lith Sales Corp. Jan., 


PAPERS, CARBONLESS 


Carbon Paper Co. Feb., 
Minnesota Mining & Mfg. Co. Jan., 206; May, 
PAPERS, COPYING 

Continental Copy Products 

A. B. Dick Co. 

Finch, Pruyn & Co. 

Frankel Mfg. Co. 

Labelon Corp. 

Nashua Corp. 


National Business Machines 
Yorktown industries, Inc. 


PAPERS, DUPLICATING 
Howard Paper Mills 
Mead Papers 

PAPERS, ONIONSKIN 
Esleeck Mfg. Co. 


PARTITIONS 


Adanlock-Jamestown Corp. Jan., 198; Mar., 


Modern Partitions, Inc. 
Henry Weis Mfg. Co. 


PENCIL SHARPENERS, ELECTRIC 
Hunt Mfg. Co. 


PENCILS 


Venus Pen & Pencil Corp 


PENS, BALLPOINT 


Customriter Mfg. Co. 
Parker Pen Co. 
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PENS, MARKING 


Esterbrook Pen Co. 
Flash Mfg. Co. 
Yasutomo & Co. 
Zip-Mark Corp. 


PERFORATING MACHINES 


Addressograph-Multigraph Corp. 
Challenge Machinery Co. 


PROJECTORS & SUPPLIES 

Columbia Ribbon & Carbon Mfg. Co. 
Gruber Products Co. 

Minnesota Mining & Mfg. Co. 
RIBBONS, INKED 

Columbia Ribbon & Carbon Mfg. Co. 
Old Town Corp. 

Royal McBee Corp. 

RUBBER STAMPS 


5. C. Johnson & Son 


SAFES 


Data-American Equipment Co. 
Schwab Safe Co. 


SCISSORS 
W. H. Compton Shear Co. 


SORTERS 
Plastic Products, Inc. 


STAPLERS 


Swingline, Inc. 


STATIC ELIMINATORS 


Nuclear Products Co. 
Statikil, Inc. 


STORAGE CABINETS 
Akro-Mils, Inc. 

Equipto 

STUDY COURSES 

industrial Educotion Films, Inc. 
Lord Products, Inc. 
Ross-Martin Co. 

TABLES 

Chicago Hardware Foundry Co. 


TAGS 


Scott-Rice Co. Feb., 146 
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TAPES, DOUBLE COATED 
Nationwide Adhesive Products 


TAPES, LABELING 


Avery Adhesive Products, Inc. 
Labelon Corp. 


TAPES, LUBRICATING 
EverLube Corp. 


TAPES, SELF-ADHESIVE 


Pressure Sensitives, Inc. 


TAX EXPENSE FORMS 
Kimberly-Clark Corp. 


TELEPHONE ANSWERERS 
Code-a-phone Electronics, Inc. 
Gasoilair Equipment Co. 


TELEPHONE AMPLIFIERS 
Moser Development Co. 


TELEPHONES 
American Telephone & Telegraph Co. 


TESTS 
Personnel Associates, Inc. 


ee 





4 

) OFFICE PUBLICATIONS, INC. 
73 Southfield Avenue 
Stamford, Conn. 06904 


Please send me sets of 
files at $5.00 per set of two. 
} 1 enclose Bill me [] 





rrr rw wr rrr rrr rrr rrr rrr rrr 
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TIME RECORDERS 


Cincinnati Time Recorder Co. 
Rapidprint Time Recorders, Inc. 


TYING MACHINES 
B. H. Bunn Co. 


TYPE COMPOSING MACHINES 


Fairchild Camera & Instrument Corp. 
VariTyper Corp. 


TYPEWRITERS, AUTOMATIC 
American Automatic Typewriter Co. 


TYPEWRITERS, STANDARD 
SCM Corp. . Apr., 


TYPEWRITERS, PORTABLE 

Olivetti Underwood Corp. Apr., 
Paillard, Inc. Apr., 
VACUUM CLEANERS 

Multi-Clean Products, Inc. May, 201 


WASTEBASKETS 
Erie Art Metal Co. Feb., 178 
Rubbermaid, Inc. Jan., 206 
WATERCOOLERS 

, 202 Sunree Div. Apr., 170 





FILE YOUR | 

copies oF Off 
Attractive file boxes, each made to hold a 
complete volume (six issues) with volume 
index in last copy (June and December). 
Any copy can be removed or replaced 
without handling irritating wires. Two files, 


to hold an entire year’s issues, are $5.00 
postpaid in U.S. 


ee 





ADDRESS 


CITY _ STATE 











*¢ 





aS eae 
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. 





Semiannual index to THE OFFICE 
VOLUME 60, JULY THROUGH DECEMBER, 1964 


Accounting to Office Work, You Can Apply Cost, L. K. Pomeroy Jr. ........ Oct., 77 
Aidens Processes 25,000 Catalog Requests Daily, How Sept., 114 
Automation: A Machine and a Concept, James Spring 136 
Automation, The Role of Systems in, Edmond W. McNamara 102 


BEMA Business Equipment Exposition and Conference 90 


Billing System for Physicians, A 
Boss Are You?, What Kind of, Philip Streeter 
Building in Chicago, USG’s New Offfice, ..........cccccccecceeeeeeereees July, 


Centrex Telephone Service, An Appraisal of, Jules Levin 
Checks Five Times Faster, We Process, Joseph R. Armentrout 
Collates 31 of Its 65 Million Impressions, Western Electric, .............- Nov., 
Collating Requirements, How To Analyze Your, 
Computer Interpretation of Personality Tests, Benjamin Kleinmuntz 
Computer Programs, The Critical Path to Installation of, 
Edmond W. McNamara 
Computers, Census of, 
Computers Increase Speed and Accuracy of Long-Range Planning, How, 
Thomas A. Dickinson 
Copying vs. Proliferation, Systems, A. W. Sanborn, 


Data Processing, Merchandise Controlled by, Richard L. Corbin 

Data Processing, You Can Insure Against Errors and Omissions in, 
Haig G. Neville 

Dolores, My Dear, Dear, Tony Swain 

Duplicate Export Manifests, Steamship Line Uses Offset to, 


EDP, Obtaining Maximum Profits From, James Spring 
Electricity, This Office Building Is Heated by 
Employee Relations, Right or Wrong in 
July, 95; Aug., 93; Sept., 125; Oct., 127; Nov., 135; Dec., 


Filing Systems for Administrative Records, Basic, Terry Greenlaw 
Filing Systems, Plain and Fancy, Terry Beach 

Files, How Gast’s Engineering Dept. Improved Its, 

Fires, Six Ways To Encourage Hotter Office, 

Forms Control With Forms Procurement, We Combine, George Biek 
Forms Distributors 19th Annual Convention 


Headlines for Display Advertising, How Utility Sets, 
Horrorscope, Your Office, Robert McSkimming 


Information System, Organization and the Management, Herman Limberg .... 
Intelligence Data, How To Collect and Use Business, Edward W. Buge 
Invoices, One-Master System Speeds Export, 


Labels for In-Plant Printing, Self-Adhesive 


Machines, We Get Better Cost Control by Using Our Own, Thomas Street . 

Mail Scale?, Can You Trust Your, Arthur Sanders 

Management by Example, John Sklar, 

Microfilm for Members’ Statements, How Union Uses 

Microfilm System Saves City $75,000 a Year, Martin Rose et al 

Microfilmed Our Library Card File, Why We, J. O. Clickenger, H. Matsumiya 
& Masse ey 
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OPA (NSOEA) Convention and Exhibit in Chicago 
Oral Instructions, How to Give, Clare Shaw 
Order Handling Wins or Loses Customers, Margaret Meredith 


Photo Gallery, Vue Executive, 

Physicians, A Billing System for 

Printing, How We Buy, George E. Kievning 
Purchasing, Records for Office, A. L. E. Crouter 


Records and Remained in Business, They Lost All 
Records Management Helped to Move an Office, How, Thomas Wilds 
Report Writing, This System Simplifies Technical, DeVita Breslin 


Salaries, 1964 Weekly Office, 

Shakespeare in the Office 

Skills of Your Employees, How to Inventory, Leslie H. Matthies 
Systems in Automation, The Role of, Edmond W. McNamara 
Systems Meeting, Oct. 12-14, Annual, 


Teach the Tiny, Talking Typewriter to 

Temporary Help Service, Get Maximum Benefits When You Use a, 
Elmer L. Winter 

Training Fails, Why Some Employee, Dr. Paul J. Latzer 

Training Course, How to Evaluate a, Roy J. Cummings 

Traveling Expenses, How to Trim Employee, Jules Levin 

Typewriter to Teach the Tiny, Talking 


USG’s New Office Building in Chi . 81 
Visual Communications Congress in Dallas .. Dec., 80 


Work Management Course for Office Supervisors, Charles V. . 69 


Index to New Products in THE OFFICE 


JULY THROUGH DECEMBER, 1964 


ACCOUNTING BOARDS AIR CLEANERS 
Payset, Inc. 2 Majestic Co. 
Shaw-Walker Co. Dec., 157 

ASH TRAYS 


ACCOUNTING MACHINES McDonald Products Corp. 


Burroughs Corp. July, 105 
National Cash Register Co. Aug., 114 BALING MACHINES 

Maren Engineering Corp. 
ADDING MACHINES BINDERS 
Friden, Inc. Dec., 140 Americen Carbon Peper Corp 
General-Gilbert Corp. Sept., 166; od i Elli orth Mfg. Co. 


; ; ; Master-Craft Corp. 
Reliable Typewriter & Adding Machine Co. Plasticremics, tac. 


Sept., 201 
Victor Comptometer Corp. Aug., 125; Nov., S. E. & M. Vernon, Inc. 


ADDRESSING EQUIPMENT peel 
Address-A-Matic Industries, Inc. Sept. = 
Addressograph-Multigraph Corp. Nov., BUS'NESS CARDS 
Du Prints, Inc Sept., . ~~ 
Elliott Business Machines, inc. Oct., Relief Printing Corp. 
Mailers Equipment Co. “sy CALCULATORS 

Oct., Friden, Inc. 

international Business Systems Inc. 

Weber Marking” ‘Setema, Inc. July, 127 Monroe International, Inc 
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CAMERAS 

Buckingham Graphics, Inc. 
Friden, tac. 

NwArc Co. 

CARBON COPY SETS 
Interchemical Corp. 

Port Huron Paper Co. 
CARBON PAPER 

Frye Mfg. Co. 


CARBONLESS PAPER 
Minnesota Mining & Mfg. Co. 
Port Huron Paper Co. 
CARTS & TRUCKS 


W. A. Charnstrom Co. 
Ramsey Co. 


CASH DRAWERS 
Indiana Cash Drawer Co. 


CHAIRS 


Blisscraft of Hollywood 

General Fireproofing Co. 

Harter Corp. 

Howe Folding Furniture Inc. Oct 
Krueger Metal Products Co. 
Okamura Mfg. Co. 

Royalmetal Corp. 

Virco Mfg. Corp. 


CHAIR COVERS 
Covercraft Co. 


CHECKWRITERS 

tHiedman Co. 

Paymaster Corp. 

COAT RACKS 

Howe Folding Furniture, Inc. 
Jr.-Sr. Valet 

McDonald Products Corp. 
COFFEE MACHINES 
Coffee Chef Corp. 


COIN CHANGERS 
Standard Change-Makers, Inc. 


COLLATORS 


Addressograph-Multigraph Corp. 
Generel Binding Corp. 


COMPUTERS, ELECTRONIC 


Bunshodo Co. 

General Electric Co. 
General Precision, Inc. 
Sperry Rand Corp. 


CONTROL BOARDS 


Pryor Marking Products 
Wm. A. Steward Co 
Wassell Organization, Inc. 


CONVEYOR SYSTEMS 
Data-Veyors Corp. 


COPYING MACHINES 


Anken Chemical & Film Corp. 
Charles Bruning Co. 
Dennison Mfg. Co. 
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, 152 
, 196 


July, 143; = 134 


Oct., 196 
Dec., 133 


July, 118 


Aug., 124 
Sept., 152 


Aug., 128 
Oct., 210 


Dec., 


Sept., 
Oct., 


Nov., 
, 220; Nov., 


Sept., 
Nov., 2 
ete “” 


Nov., 


Dec., 


Sept., 
Nov., 


Frantz Industries, Inc. 

General Aniline & Film Corp. . Sept., 
inter-Continental Photocopy Corp. 
Minnesota Mining & Mfg. Co. Nov., 
Pacific Copy Corp. Dec., 
Polyfax, inc. 

Reeves Industrie, Inc. 

Royal McBee Coip. 

SCM Corp. 

Savin i Machines Corp. 

Viewlex, Inc. 

Xerox Corp. 


COUNTERS-IMPRINTERS 
Cummins-Chicago Corp 


DART BOARDS 
Decision Makers 


DATA PROCESSING, AUTOMATIC 


Addo-x, Inc. 

Bunshodo Co. 

Burroughs Corp. a 
Commerce Clearing House 
Data-American Equipment Corp. 
Data-Link 

ElectroMechanics Corp. 

English Numbering Machines, Ltd. 
Friden, Inc. 108; Sept., 
General Electric gee 

General Precision, Inc. 
Hollywood Plastics, Inc. 

Kiair Systems, Inc. 


Lufkin Research Laboratories, ae. a9: Nor. 


Aug., 
164; Oct., 
Sept. 


Memorex Corp. y 
National Cash Register Co. 
Ohr-Tronics, Inc. 
Precision Sheet Metal Co. 
Prestoseal Mfg. Corp. 
Royal McBee Corp. 


SCM Corp. 
Teletype Corp. Aug., 
Victor Comptometer Corp. Dec., 
DESKS 

All-Steel Equipment, Inc. Sept., 


Sept., 
July, 116; Aug., 
Sep t. 


Central Industries Corp. Dec., 148 
en ndu: — 


Hoosier Desk Co. Ma 
Interstate Industries, Inc. Oct., 
LeFebure Corp. Dec., 


DESK ACCESSORIES 
S. K. Smith Co. Oct., 


DESK RACKS & TRAYS 
Rubbermaid, Inc. Oct., 


DICTATING MACHINES 

Ansafone Corp. Dec., 
Kari Heitz, Inc. ; Nov., 
Raymond Packer Co. ™ 
Ponder & Best July, 
DRAFTING EQUIPMENT 

American Carbon Paper Corp. — 
Chart-Pak Inc. Oct., 
Higgins Ink Co. Aug., 
DUPLICATING SUPPLIES 

ea Ribbon & Carbon —< Co. Dec., 

. B. Dick 7 A 


Interchemica 





DUPLICATORS, GELATIN 
Heyer Inc. 


DUPLICATORS, OFFSET 

Addressograph-Multigraph Corp. 122; 
mune . Oct., 180; a 131 

A. B. Dick Co. Nov., 166; Dec., 135 

Royal Zenith Corp. Dec., 137 


DUPLICATORS, SPIRIT 

ABM Business Automation, Inc. 
Copy-Creft, Inc. 

Copy-Rite Corp 

General Binding Corp. 

Heyer, Inc. 


July, 138 
Sept., 196 
suly, 144 
Nov., 187 
Sept., 165 


DUPLICATORS, STENCIL 
A. B. Dick Co. Oct., 


ENVELOPES 


Kimberly-Clark Corp 
United States Envelope 


ERASERS 


Eberhard Faber Pen & Pencil Co. 
Weldon Roberts Rubber Co. 


FILES 

Acco Products 

Ampex Corp. 

Aurora Steel Products Division 


Bankers Box Co. 
Oct., 226; 


Convoy, Inc. 


Lennox Distributors Div., 
Sept., 
July, 123; Nov., 


Lewbill Industries, Inc. 
Shaw-Walker Co. 

Spindex Corp. 

Supreme Steel Equipment Corp. 


Visu-Flex Co. 

Wassell nization, Inc. 
Weber & $ 

Willeo Sales Co. 

Wright Line 


FILING SUPPLIES 
Acco Products 
. J. Aigner Co. 
Business Service Co. 
Clark Paper Converting Corp. 
Novarax Co. 
Oxford Filing Supply Co. 


137 

July, 125 

Nov., 209 

Oct. 191; Dec., 154 


FIRE EXTINGUISHERS 


Minnesota Fire Extinguisher Co. Dec., 152 


FLOOR MATS 
Crysto Products Co Sept., 180 
FOLDING MACHINES 


Martin Yale Business Machines Corp yl, » 6; 


FOOTRESTS 
H. A. Steger Co. Nov., 183 


188 


FORMS 

Eltee Co. 

Midwest Tab Card Producers, Inc. 
Minnesota Mini & Mfg. Co. 
Victor Business Forms 

Wallace Business Forms, Inc. 
Alfred Allen Watts Co. 


FORMS GLUING ATTACHMENT 
Stein, Hall & Co. 


FORMS HANDLING EQUIPMENT 


F.LM.A., $.p.A. 
Moore Business Forms, Inc. Dec., At: 
Tab Products Co. Nov., 162 


HEATERS 


Braun Electric America, Inc. Sept., 210 


INTERCOMS 

Concord Electronics Corp. Sept., 166 
Executone, Inc. ote 136 
Rauland-Borg Corp. Nov., 171 
Webster Electric Co. July, 122; Sept., 165 


LABELING EQUIPMENT 
Avery Products Corp. July, 127; Sept., 165; 
, 200; Nov., 168; Dec., 156 


Com-Tech Products Corp. Nov., 209 
Dymo Industries, Inc. Dec., 144 
Duramatic Co. Oct., 191 
Labelon Corp. Aug., 
Office Products, Inc. Nov., 
Pryor Marking Products 
Scientific Advances, Inc. i 
Summa industries International Sept., 


LABELS 


Avery Label Co. Oct., 157; Nov., 184 
Normandie Press, Inc. Oct., 162 
Oxford Filing Supply Co. Aug., 116 
Pressure Sensitives, Inc. Sept., 166 


LAMINATING MACHINES 


General Binding Corp. Sept., 167; Oct., 217 
Nationwide Adhesive Products, Inc. Oct., 204 


LETTER OPENERS 


Desco Mfg. Co. 
Hunt Mfg. Co. 


Dec., 144 


LINE MAGNIFIER 
Read-A-Line 


LIST FINDERS 
Bates Mfg. Co. 


LOOSE LEAF SUPPLIES 
Nationwide Adhesive Products, Inc. 


MAIL SCALES 
Triner Scale & Mfg. Co. 


MACHINE PLATFORMS 


H. A. Steger Co. Sept., 176; Oct., 208 


MACHINE STANDS 


Martin Yale Business Machines Corp. Sept., 208 


Tre Orrice—December, 1964 





MICROFILM EQUIPMENT 


Atlantic Microfilm Corp. Sept 
Bell & Howell Co. 
Consolidated Kinetics Corp. 
Data Reproduction Systems 
Fotomatic Corp. 

Microdealers, inc. 

Minnesota Mining & Mfg. Co. 
Recordak Corp. 

Victoreen Instrument Co. 


NUMBERING MACHINES 
Ajax Business Machines, Inc. 
Bostitch Supply Co. 


OFFSET EQUIPMENT & SUPPLIES 


Addressograph-Multigraph Corp. 
Bruning ., Charles 

Colight, Inc. 
Fairchild-Davidson Division 
Frankel Mfg. Co. 

Kanner Industries, Inc. 

Kenro Corp. 

Lithos, Inc. 

NuArc Co. 


PAPERS, COPYING 


Anken Chemical & Film Corp. 
Atlantic Photocopy Corp. 
Copy-Croft, Inc. 
Interchemical Corp. 

National Business Machines 
Paterson Parchment Paper Co. 


Speed-O-Print Business Machines Corp. 


PAPERS, DUPLICATING 


Appleton Coated Paper Co. 
Crocker Hamilton Papers Inc. 
Finch, Pruyn & Co. 

Groveton Papers Co. 

Howard Paper Mills 
Kimberly-Clark Corp. 

Wausau Paper Mills Co. 


PAPERS, LETTERHEAD 
Mead Papers 
Stendard Packaging Corp. 


PAPER CLIP DISPENSERS 
Burgess Vibrocrafters, Inc. 


PAPER CUTTERS 


Challenge Machinery Co. 
Chandler & Price Co. 


Martin Yale Business Machines Corp. 


Michael Lith Sales Corp. 


PAPER DRIL“S 
Chandler & Price Co. 


PAPER JOGGERS 


Purnyea Mfg. Co. Aug., 
Ilya Scheinker 
Syntron Co. 


PAPER PUNCHES 
Acco Products 


PAPER SHREDDERS 


Michael Lith Sales Cerp. 
Shredmaster Corp. 
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Oct., 179; 


July, 150; 


Sept., 144; 


, 207; Nov., 


July, 1 
Aug., 1 
Nov., 2 


Dec., 
July, 
July, 
Nov., 


Dec.. 


Aug., 
Oct., 
Oct., 
ept., 
Dec., 


t., 


Sep 
Aug., 


Nov., 
Oct., 


Aug., 


Aug., 
Nov., 


127 


198 
180 


137 


126 
183 


Oct., 204 


July, 


Aug., 


; Oct., 


Dec., 
Oct., 


Aug., 


Sept., 
Dec., 


140 


124 


225 
128 
180 


125 


170 
135 


PARTITIONS 

Interstate Maso Office Equipment 
United States Gypsum Co. 
PENCIL SHARPENERS 

Apsco Products, Inc. 


PENCIL SHARPENERS, ELECTRIC 
Apsco Products, Inc. 

Fred Baumgarten 

PENCILS 

A. W. Faber-Castell Pencil Co. 


PENS, BALLPOINT 
Eberhard Faber Pen & Pencil Co. 


PENS, MARKING 
Dri-Mark Products, Inc. 
David Kahn, Inc. 


PRINT PROCESSOR 
Kenro Corp. 


PROJECTORS 


Buh! Optical Co. 
Grafiex Inc. 
Gruber Products Corp. 


PROTECTIVE DEVICES 


Walter Kidde & Co. 
Stroblite Co. 


RIBBON FABRICS 
Standard Products Corp. 


RIBBONS, INKED 


Frankel Mfg. Co. 
Spellright 


RUBBER STAMPS 
Pryor Marking Products 


RULERS 


American Carbon Paper Corp. 
Woodward Associates Inc. 


SAFES 
Data-American Equipment Co. 


SHELVING 


Equipto 

Lundia, Swain & Myers, Inc. 
Winco, Inc. . ae. 
Win-Holt Equipment Corp. 


SOUND CONTROL 
United States Gypsum Co. 


STAPLERS 


Arrow Fastener Co. 
Bostitch Supply Co. 
Dri Mark Products, Inc. 
Staplex Co. 


STORAGE CABINETS 
Supreme Steel Equipment Co. 


TABLES 
Krueger Metal Products Co. 


Sept., 
Sept., 200 
Nov., 


Oct., 
Dec., 


Sept., 1 


91; Oct., 222 


Sept., 204 
Nov., 184 


Dec., 157 
Oct., 198 


duly, 


aah 
Aug. ° 


Oct., 


Dec., 


3 


Ooty’ 


Dec., 


duly, 





TAPE APPLICATORS TRAINING MATERIALS 


Pressure Sensitives Inc. " industrial Education Films, Inc. 
Radiant Mfg. Corp. ; 
Science Research Associates, Inc. 


TAPES, PROTECTIVE 
Nationwide Adhesives Products, Inc. ‘ TYPE COMPOSING MACHINES 
StripPrinter, Inc. 


TELEPHONS ASAPLIFIERS TYPEWRITER CHARACTERS 
Gilwin Corp. 


Camwil, Inc. 


TELEPHONE ANSWERERS TYPEWRITER PADS 
Outercom Electronics Corp. ' Raymond Packer Co. 


TYPEWRITERS, AUTOMATIC 


TELEPHONE NOISE CONTROL International Business Machines Corp. 


Hush-A-Phone Corp. 
TYPEWRITERS, ELECTRIC 
TIME RECORDERS SCM Corp. Nov., 176; Dec., 


Ajax Business Machines, Inc. N 
Cincinnati Time Recorder Co. July, 132; . TYPEWRITERS, PORTABLE 
Meylan Stopwatch Corp. Nov. SCM Corp. Oct., 


TOWELS TYPEWRITERS, STANDARD 
Chicopee Mills, Inc. ’ Imperial Typewriter Sales U.S. July, 126 








FLE YOR % 
cos OF Office 


Attractive file boxes, each made to hoid a 
complete volume (six issues) with volume 
index in last copy (June and December). 
Any copy can be removed or replaced 
without handling irritating wires. Two files, 
to hold an entire year's issues, are $5.00 
postpaid in U.S. 

OFFICE PUBLICATIONS, INC. 

73 Southfield Avenue : 

} Stamford, Conn. 06904 ADDRESS 


Please send me sets of 
4 files at $5.00 per set of two. CITY 
) Lenclose .... ... Bil me 1 


Sa | 
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